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EEA ePLACE Portal 

AQ01 LPA Fuel or Process 

 How to create an account in ePLACE 

 How to file an online application  

 How to pay fee 

 How to check your application status  

 How to get help 
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EEA ePLACE Portal 

Register for an Account 

• Create or Log-in to your 

account in eLicensing 

• First time users click here 

• Be sure to provide your 

full name, address, and 

contact information when 

setting up your account. 
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EEA ePLACE Portal 

File an Online Application 

• Click here to start (new application- see slides 13 and 48 for resuming 

a partially completed application) 
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EEA ePLACE Portal 

File an Online Application 

• Read and accept  the Terms and Conditions 

• Click the checkbox and click “Continue” 
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EEA ePLACE Portal 

File an Online Application 

• Click on “Energy and Environmental Affairs” and “Apply 

for a DEP Authorization” 
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EEA ePLACE Portal 

File an Online Application 

• Click “Air Quality” to see the available applications 

• Select either AQ01 Fuel or AQ01 Process 
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EEA ePLACE Portal 

Step 1. Facility Information: Facility 

• Search for an existing 

facility by entering name 

or address and click on 

“Search”. 

• If not found, click on 

“Clear” and use different 

or fewer criteria 

• If still not found, add as 

new facility by typing in 

the facility information as 

required (see red asterisk) 

8 



EEA ePLACE Portal 

Step 1. Facility Information: Facility 

• Based on what you have 

searched for, a list will be 

returned with all possible 

matches. 

• In the example here the search 

was for a street named 

“Hampden” 

• Click on the button to the left of 

the facility name and click 

“Select” or  

• Click “Cancel” and search 

again 
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EEA ePLACE Portal 

Step 1. Facility Information: Owner 

• Click “Look Up” to find Facility Owners already 

registered with DEP 

• Or add a new Owner 
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EEA ePLACE Portal 

Step 1. Facility Information: Owner 

• Search for an existing 

Contact by a entering 

name and click on “Look 

Up” 

• Select your contact from 

the list and click “Continue” 

• If not found, click on 

“Clear” and try with fewer 

criteria 

• If still not found, click 

“Cancel” 
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EEA ePLACE Portal 

Step 1. Facility Information: Owner 

• If there is no registered 

owner, click “Add New”  

• Provide all information in 

the new window that 

opens 

• Click “Continue” 
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EEA ePLACE Portal 

Save and Resume Later 

• At some point in the process, you should click the “Save and 

Resume” button. 

• When you do this, the system will send you an email with a PIN 

Number.  

• Share this number (forward the email) with the Responsible Official 

who will be submitting the application under their signature. 

Instructions for how to activate this PIN are available on the 

ePLACE website. 

• Once you click on “Save and Resume” the system will return you to 

a page called “My Records” 

• Click on the blue “Resume Application” link next to the application 

line item to continuing completing the application. 

13 



EEA ePLACE Portal 

Step 2. Application Information: Facility 

Related Information 

• Click on “Instructions” for more 

information about this 

application 

• Enter either the SIC Code or 

NAICS code for that best 

describes the facility. Use the 

links provided if you need 

assistance in finding the 

correct code 

• Click “Continue Application” 
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EEA ePLACE Portal 

Step 2. Application Information: Existing 

Approvals 

• Provide a list of existing 

plan approvals for this 

facility. 

• Click “Add a Row” to get 

started 
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Each pollutant must be listed 

with the associated approval. 

This may mean that one 

approval may be listed multiple 

times in the table if that approval 

applies to multiple pollutants.  

 

Use PTE for the approved 

emission limit if not limit is 

established in the approval 



EEA ePLACE Portal 

Step 2. Application Information: Equipment 

Description 

• Provide a description of the project. There is a 4,000 character limit 

to this description. If more space is needed, attach a more detailed 

project description to the application. 
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EEA ePLACE Portal 

AQ01 LIMITED PLAN APPROVAL  

FUEL BURNING EQUIPMENT 

Required Application Information: 

o Details of Proposed Project (Equipment and Fuel Used) 

o Stack Information 

o Proposed BACT Emission Rate/ Limits 

o Proposed Monitoring and Recordkeeping 
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EEA ePLACE Portal 

Step 2. Application Information: Equipment 

• Provide a list of equipment 

proposed in this 

application. 

• Click “Add a Row” to start 

and supply information as 

requested in the pop up 

box.  

• Once finished with a pop 

up box click “Submit” 

• Once the table is complete, 

click “Continue Application” 
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EEA ePLACE Portal 

Step 2: Application Information: Stacks 

• Provide a list and description 

of the stacks proposed in this 

application. 

• Click “Add a Row” to start and 

supply information as 

requested in the pop up box.  

• Once finished with a pop up 

box click “Submit” 

• Once the table is complete, 

click “Continue Application 
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EEA ePLACE Portal 

Step 2 Application Information: BACT Emissions 

• Indicate if you are/ are not proposing top-case BACT then provide 

the detailed BACT Emission information in the pop up box. 

• Click “Add a Row” to get started 
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EEA ePLACE Portal 

Step 2 : Application Information: Monitoring 

and Recordkeeping 

Click “Add a Row”  to get started 
and then complete the items in 
the pop up box below. 

Add a description of 
the proposed 
monitoring and 
recordkeeping for 
each proposed 
emission unit and 
each fuel used 



EEA ePLACE Portal 

AQ01 LIMITED PLAN APPROVAL  

PROCESS EQUIPMENT OR 

ACTIVITY 

Required Information: 

o Details of Proposed Project (Emission Unit Description, Air Contaminants) 

o Proposed Pollution Control Device(s) 

o Project Configuration (EU#, PCD# and Stack) 

o Stack Information 

o Proposed BACT Emission Rate/ Limits 

o Proposed Monitoring and Recordkeeping 
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EEA ePLACE Portal 

Step 2. Application Information: Project 

Details 

• Provide the proposed emission 

units and associated pollutant 

details 

 

• Click “Add a row” to 

get started. 

 

• Complete the pop- 

up box for each  

proposed emission 

unit or group of  

emission units 
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EEA ePLACE Portal 

Step 2. Application Information: Pollution 

Controls 

• Provide information about 

existing or proposed pollution 

controls associated with the 

process 

 

• Click “Add a row” to 

get started. 

 

• Complete the pop- 

up box for each  

existing or proposed  

pollution control device. 
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EEA ePLACE Portal 

Step 2. Application Information: Project 

Configuration 

• Complete a table to show how 

the proposed process 

equipment or activity relates to 

the pollution controls and 

stacks or vents. This is called 

the Configuration table. 

• Click “Add a row” to get started  
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EEA ePLACE Portal 

Step 2: Application Information: Stacks 

• Provide a list and description 

of the stacks proposed in this 

application. 

• Click “Add a Row” to start and 

supply information as 

requested in the pop up box.  

• Once finished with a pop up 

box click “Submit” 

• Once the table is complete, 

click “Continue Application 
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EEA ePLACE Portal 

Step 2 Application Information: BACT 

Emissions 

• Indicate if you are/ are not proposing top-case BACT then provide 

the detailed BACT Emission information in the pop up box. 

• Click “Add a Row” to get started 
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You can enter more than 

one BACT limit per 

pollutant by adding a line 

fore each. Production or 

operating limits can be 

based on raw materials 

used or finished product 

produced  



EEA ePLACE Portal 

Step 2 : Application Information: Monitoring 

and Recordkeeping 

Click “Add a Row”  to get started 
and then complete the items in 
the pop up box below. 

Add a description of 
the proposed 
monitoring and 
recordkeeping for 
each proposed 
emission unit and 
each parameter 
monitored. 



EEA ePLACE Portal 

Step 2. Application Information: Regulatory 

Considerations 

• Required for BOTH Fuel and Process Applications 

• Identify any Federal Applicable requirements for the 

proposed project. 
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EEA ePLACE Portal 

Application Information: Regulatory 

Considerations 

• Identify any other (state) applicable requirements for the 

proposed project. The text box allows for a description of 

up to 4000 characters 

• Indicate Facility-wide Potential for HAP and if the project 

is applicable to MEPA. 
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EEA ePLACE Portal 

Application Information: Energy Survey 

• Similar to the previous paper-based application, this 

application requests that you complete an Energy 

Survey. Only one question is mandatory. 
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EEA ePLACE Portal 

Step 3. Documents 

• Based on information 

previously entered, the 

system will give a list of 

documents you must attach 

to the application. You may 

attach more documents 

than the minimum required. 

• Document attachments are 

limited  to 100 MB EACH. 

• The system can accept 

digitized plot plans 

• To attach documents, click 

“Browse” to start 
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EEA ePLACE Portal 

Step 3. Documents  

• You will get a pop up box. 

• Click “Browse” on pop up 

• Find the document you wish to 

attach on your computer  

• Click on the file name then 

click “open” 

• Once the document uploads in 

the file upload box, click 

“Continue” 
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EEA ePLACE Portal 

Step 3. Documents 

• Pick a document type from the 

drop down list and type in a 

description of the document you 

attached 

• Click “Save” 

• The document will take a minute 

to load. When complete you will 

get the following message 

 

 

• Click “Continue Application” 
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EEA ePLACE Portal 

Step 4. Special Fee 

• Most applicants will leave 

this section blank 

• Use this section ONLY if 

you qualify under 310 

CMR 4.0. or if you are 

required to pay double 

fee as a condition of an 

enforcement document. 

Fee payment will be covered starting 

on Slide 40 
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EEA ePLACE Portal 

Step 5. Applicant & Contributors 

• The Application Contributors 

table will show all the people 

who have logged into the 

application to contribute to it or 

view it. 

• In the Signatory section 

 Type in the Organization Name 

 Indicate the organization type (source 

of signatory authority) 

 Indicate the title of the person who 

will be the signatory for this 

application. 
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EEA ePLACE Portal 

Step 5. Applicant and Contributors 

• The Applicant Information box will show the name and address of the person 

currently logged into the application. This is the applicant. If the person filing out 

the form is NOT the “Responsible Official” for the Facility, they are not the 

applicant, please log out and have the Responsible Official log in to complete the 

form. 

• Click “Continue Application” if the correct person is shown as the applicant. Ignore 

the “Edit or View” link- this has been disabled. 
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EEA ePLACE Portal 

Step 6. Review 

• Review your application 

• Click “Edit Application” if 

you want to update or 

change any information 

you provided. 

• The application should be 

shared with the Signatory 

or Responsible Official so 

they too can review the 

application before 

submittal.  
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EEA ePLACE Portal 

Step 6. Certification: Responsible Official 

• When ready to submit, the 

Responsible Official should be 

logged in and their name 

should appear under 

“Applicant Information” 

• Read the certification 

statement  

• Check the box agreeing to it 

• Click “Continue” 
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EEA ePLACE Portal 

Step 7. Pay Fees 

• Both “Pay Online and “Pay by 

Mail”  are available. 

• If you select “Pay by Mail”, the 

application review will not start 

until the check has been 

received 

• Online payment requires 

payment of a service charge. 

Click the appropriate box to 

begin 
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EEA ePLACE Portal 

Step 7: Pay Online 

• If you select “Pay Online” 

you will be redirected to a 

third party payment page. 

• Provide the information 

required on this page and 

click on “I accept” to 

indicate your acceptance 

of the MassDEP and 

Ncourt Terms Agreement. 
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EEA ePLACE Portal 

Step 7. Pay Fees: Pay Online  

• At the bottom of the page 

is the button to “Submit 

Payment” or, if you wish 

to change your mind and 

pay by mail, Click the 

“Back” button to return to 

the application 

42 



EEA ePLACE Portal 

Step 7 Pay Fees: Pay By Mail 

• If you pay by mail, you will be e-mailed instructions 

• Please make checks payable to the “Commonwealth of 

Massachusetts” and include your application # on the 

check 

• You can mail your payment to: 

 Department of Environmental Protection 

 PO Box 4062 

 Boston, MA 02211 
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EEA ePLACE Portal 

Record Issuance 

• When you successfully 

submit your Notification 

you will receive the 

following notice. 

• You will also received a 

Record ID so you can 

track the status of your 

application on line 

• Go to your “My Records” 

page to see the status of 

an application 
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EEA ePLACE Portal 

After Submittal 

• Notifications will be sent you to via email: 

 Confirmation of Application Submission and Payment Information – 

Information about payment. This notice will include your application or 

Record Number. 

 

 Proof of Record – A  printable copy of your application minus 

attachments. This will be sent approximately 5 minutes after 

submission. 
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EEA ePLACE Portal 

Your Records in ePLACE 

• Every application you prepare or submit will be saved in 

a file associated with you account in EEA ePLACE. 

• From the “My Records” screen you will be able to: 

 Resume Application – If you decided “Save and Resume” during the 

application process, you can resume here. 

 Edit – If your application is not complete or requires a change after 

submission, you may be given the option to edit here after the Department 

has confirmed this. 

 Pay Fees Due – If you have fees that are due (or fees that have been paid 

by mail but have not been processed yet). 
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EEA ePLACE Portal 

Accessing Your Records 

 

• Log in to EEA ePLACE 

Portal 

• Click “My Records”  

• Click  the “►” in front of   

“DEP” on the next screen 
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EEA ePLACE Portal 

• View list of Applications/ 

Authorizations associated 

with your account. 

• Status indicates current 

status 

• Actions are also shown 

here  

• Resume a partially 

completed application here 
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“My Records” 



EEA ePLACE Portal 

To Get Help 

• Questions about your ePLACE Account (account set up, 

password, find a form, make payment, My Records) 

•  ePLACE_helpdesk@state.ma.us.   

• or call (844) 733-7522 (7:30 am – 5pm, M-F) 

• Questions about the Program Requirements for this 

certification. 
 Regional Permit Chief 

 Don’t know which region to contact? See 

http://www.mass.gov/eea/agencies/massdep/about/ 
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